Date


Henry Hopeful, Hiring Manager
Address
City, State (zip code not necessary)

RE: Cover Letter – Administrative Assistant

Dear Mr. Hopeful: (If known, enter the last name of hiring manager, if Not “To Whom it May Concern” or “Dear Hiring Manager” is appropriate)

Obtaining the Administrative Assistant position at Universe Company, would allow me an opportunity to utilize my education and 12 years of administrative experience.
I would bring the following experience and skills to the team:
Managed budgets and calendars for 9 years, ordered office supplies, booked travel for executives for 6 years, developed office filing system, lead administrative meetings and manage department finances and organized office parties and events

Education:
Galaxy Community College, Finance, Bachelor of Science, City, State, Graduation, 2017
	
Achievements:
· Client and vendor quarterly satisfaction rating: 98%
· Certifications: 
· Best Account Manager Award, 2016, 2019

Technical skills:
	Microsoft Word, Excel, PowerPoint, Project, Outlook, Photoshop, SharePoint, Skype, Zoom, Salesforce

I would like to learn more about this opportunity, and to become part of the team.
[bookmark: _GoBack]Your response is greatly appreciated, and I may be contacted at 123-456-7890 or youremail@email.com.  For your reference, here is my professional online profile: LinkedIn link or online portfolio link.
Sincerely,
Janie Jobseeker

